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I n f o r m a t i o n T e c h n o l o g y M a n a g e m e n t D i v i s i o n

Reply to a Meeting Request with a Message

You can reply to a meeting request without accepting the invitation.

1. To send a message only to the meeting organizer, click Reply

in the meeting request.

2. To send a message to everyone who was invited, click Reply to

all .

3. In the message body, type your reply, and then click Send.


